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Please check that this question paper contains 4 printed pages.

Code number given on the right hand side of the question paper should be written on the
title page of the answer-book by the candidate.

Please check that this question paper contains 22 questions.
Please write down the Serial Number of the question before attempting it.

15 minute time has been allotted to read this question paper. The question paper will be
distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the students will read the
question paper only and will not write any answer on the answer-book during this period.
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General Instructions :

194

(i) Question numbers 1 to 10 are short answer type questions carrying two marks

each. Answers to these questions should not exceed 30 words each.

(ii)  Answer any seven questions from questions numbers 11 to 19. These are of four

marks each. Answers to these questions should not exceed 70 words each.

(iii)  Answer any two questions from question numbers 20 to 22. These are of six marks

each. Answers to these questions should not exceed 150 words each.

T -1
PART -1

TR o Tereheeientur sht o1 372 2 7

What is meant by decentralization of correspondence ?

TGk STATS SIS’ o Tohwal &l U ohl IooTd <hIfTY |

State any two uses of ‘business reply card’.

QA ShihT TR’ o Tehegl &1 ST hT Sooid <hITY |

Give any two advantages of ‘postal franking machine’.

QU ST 31 DTS i o HE o H&T H U |

Explain briefly the importance of weeding out of old records.

‘FIRATSTSRT T T A B ?

What is meant by ‘indexing’ ?

HIATAT ITHT o &Y § TS B’ 5 fohedl €l STANT hl Jooig HIfT |

State any two uses of ‘mobile phone’ as an office equipment.
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7. fafga g 1 31ed S | 2

Give the meaning of ‘written communication’.

8.  “UIcl gRI T’ o 3ef 8 7 2
What is meant by ‘poll” ?

9. @Y foTu “HRIF & I3 I Iooi@ HITT | 2

State the purpose of ‘agenda’ for a meeting.

10. T A9 ded | ufaqey (sah)’ o1 31k i | 2

Give the meaning of ‘proxy’ with reference to a meeting.

T - 11
PART - 11
3G 9T 1§ foheal 91a T34l o ST T |

Answer any Seven questions from this part.

11. 3719 STeh hl AT i o =N ! GHT H GHEATST | 4

Briefly explain the steps in handling inward mail.

12.  Teh 3= Brsfo qurredl <) forsiwanati ! 989 § gaesu | 4

Explain in brief the essential characteristics of a good filing system.

13.  hraforl geftentr < foregl = g1faa w1 oot hifsu | 4

State any four disadvantages of office mechanization.

14, ‘IR ¢ I1cil WA S 1 bl GHATST | 4

Explain the working of ‘answering machine’.

15.  “Hiftges w90 o foheal =R ATHT bl IHETST | 4

Explain any four advantages of ‘oral communication’.

16. <THIT SIS’ T Bl & 7 35 SUFIT <h fafer sl aemsy | 4

What is a Telephone Directory ? Explain the procedure of using it.

194 3 Ccn



17. ‘SoAae(eh TERC 1 1 31 B ? S °H IuA Y I ool fhHT U yeR %
FIFR( ek TR o] T&T T HETST | 4
What is meant by ‘electronic communication’ ? Briefly explain any one type of
electronic communication used in offices.

18. | foTw =T o1 T 3791 & 7 |1 o ToTw et o wewa o fopdl @ forgafi M samse | 4

What is meant by ‘notice’ for a meeting ? Give any two points of importance of notice
for a meeting.

19. T o1 o7 31 7 7 UE fonedi < feufaa o1 Soorg hifsre s sr=ala wan vt wfia
ERISIKET IR 4

What is meant by ‘adjournment’ ? State any two circumstances under which a meeting
may be adjourned.

ot - 111
PART - 111

39 9T T 9 fohegl Qf 931 & I ST |

Answer any two questions from this part.

20. “HIEfRT % HEE o fohrgl =R fargati w1 WSy | 6

Explain any four points of importance of ‘filing’.

21. FEHIReh 99 hl GC=HT 1 9899 § 90 Hifsru | 6

Briefly describe the structure of a business letter.

22. U 39 QYT Y Yd o HIFAfIh el bl Jeoi@ I | 6

State the secretarial duties before a general body meeting.
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